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oca- aagog ngRiigire staff 
cggEHAL coMmp & aacmigBamoas 


Bs procedures of the OCR MBinistrati-re Staff are relatively 
staple and lnfferoal, in rim of the large insaber of parsons*-:! in the 
office* There is little logging or reroxd~kscpl Eg, and, paper handling 
has bean islidiai red . Certain functions (such m controlling the aonc 
of eonsidcrmfcior. tor promotions) are- left to the operating divisions * 

Since eeopletiem of our survey, a new Assistant Chief of the 
Adair. . Staff has been appointed and the staff has teen directed by 
the AD/CB to davote ears attention to records usca®s£$e?ti assd trdaisKf* 
Severer, that probless in utilisation of personnel which ve discussed 
with the Staff Chief during our surrey appear still to apply, although 
to a looser extent-. 

The delines&i oa of respens ibi lit ieo between the AsMataat Chie? 
of the Staff last the Budget and Fiscal Officer should b# clarified, 
since both are iosnolved in the broader aspects of budgetary and 
fiscal policy , and. this id further e-implicatcd by the fact that most 
of the fiscal bookkeeping is torn by a CS-7 Adsdniat z*«t lm Asai^iant * 
Bade situation war core apparent tinder the former Assistant Chief, 
whose background was in budget and fiscal woriij the taav Asai start 
Chief ia store concerned with other ahalnistrative function* sad is 
spending leas tlzaa an budgetary setters* 

•She Profeaaicnal Peraonnel Officer and the Clerical Peraonru:! 
Officer are primarily eoaceroed with en^loyee relations, vactvLtjsmt 
as! training guidance » Tte clerical poaitioa also include* ml >- 
tenawee of 'the official T/Q and assistance in xs^parafcioa of the Ofl 
pewtioa of the office budget* Reason for the dichotomy between 
professicml m& clerical wo** is that the Office Staff is divided 
Into ^pjnXK-drnstfcftly half ia each category* 

As in other Offices, OCR's r-eeruit&assit functions have dwindled 
considerably, although there is still acme of -this activity teeaiu*; 
the os duty strength has d r o ppe d, below ceiling. The clerical P.o. 
lob indues functions of a clerical nature (e.g. T/0 nsiatcaaacu, 
ti» and attendance records) which cm, and should, be asaigued 
to the G8-6 Secretary- Typirsg positions. These positions arc cow 
acHwcraed giore with braising of OCR p er so na e! then they were at the 
tine of our surrey, so that it is possible that they an- both Sally 
justified* However, in the li#rt of axperieaico of otter offices, it 
does not sans litecly that this high level of training activity will 
be petrwuiewt . 
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It should also be noted that the OCR Abate. Staff, upon dis- 
solution of ths Operation Staff, assumed only two major functions-- 
records jaaaegeaent and training— as well as two additional 
and positions. It does not sees likely that training Kmld involve 
one position full-tlae even In an Office as large as OCR. Records 
is nov being handled fey the Assistant Chief end fey m 

clerk. 

It is recoesaB-nded that: 

a. Hh© fetsigkt and fiscal function in the DCS Mate. Staff 
fee clarified, ao that there ia a clear distinction between 
the Assistant Chief and the Budget and Fiscal Officer. 

fe» Transfer T/O and pe raotmel record-keeping functions 

froR the Clerical Beraonaal Officer to the <HM> Secretary- 
Typlng. 

c. The Management Staff re-exasdLne the Clerical Ifermmnel 
Officer position in three months to determine whether tha 
function involved justify a full-tlra© position. 
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' i 0 -vl ". 

Hf g y *-raflr 

Meaorandm received Srun division chief requesting protaotion, or, 
after OCR C.S.3. awt«i notice of approval la sent dona (ase 
vacancy notice prxxsedure) to Main Staff. (Shi* applies only 
idien the individual to to proaoted is to go to a vacant position; 
act be‘« already in the higher-graded position) 

1. I I gsoaires requoat or notice pulls «®ployee folder and 

cheeks for recent fitness Report (calls division I f one ia 
needed); attaches request or notice to folder. $» | 

2. i i aback* for adequate tins in grade, ehaeke T/o for 


I envelopes original and puts in Out box; put# copy in 
suspense file. 

I receives 1150 mi sea 1152a; pulls 1152a fro® suspense, 
enters on it effective date of promotion. Fats 1153a (old and 
new) in employee folde r and, fil m. 1150 to I 
(general interest), to I ~~K chants f/oL tinea to division. 

| changes Kar&e* (5^8 cord, no fas #)» 




File or P.H.8. sent frtsa O/F ; clerical logs in on 3*!3 slip. 
Enter* date oa file cover sheet; sends professi onals to | 
clericals to I I Sbey route to appropriate division; bock 
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25X1 


2SX1 

] 

25X1 


25j(1 

25X1 

25X1 


25X1 

25X1 

25X1 


25Xl 


3. If Individual not to be hired# folder is logged out os 3x5 
eerd (fi led alphabetically), sent to 0/P. If to be hired# 
l l types 115 Ka (Oftl), prepares folder sod 5*8 eard* 

3»® step® 3 to 5 under Broaptloag. 

HI* Beassl g na eats Within OCR 


fta&oedure ama m for proaoti^sB* Main Staff rec eives vac ancy 
notice nomination after Career Service Board acts* I signs 
1152a’ • (all). 


IP* tmu H imi a Qn t»ldft QCS 

Host y raneatmote are made orally. Paining office sends 1152a for 
i*. — — - Jahanges I/O book; 1 “ * 


to sign 


Mx 


card pa* employ ee, tfeeti 115© received# it is filed in inactive 
#41 “ 1 1 folder is destroyed except for material which is 


file 

of use to gaining office 
3egeretelca» aaft |gBP 

1. flaari ana».< m-.n 
ShSSSSSSSBS&ES&Smm 

»* I ] receives nmao fro® employee. She calls 0/F to 


«n»08 pre-exit interview and notes on saaso the data of the 
Interview. 


b. [ 


I types 1152 s ( 0 & 2 ); to [ 


(Clerical) to obtain enployee’s signature 


] (Prof.) or 


e. 


.talk to employee about resignation, 
cwwon eigaat«re - oe 1158a and give to i i to s ign - 


4. See Beassijpffients Outside OCR. 

IJWOP 

receives revest. Seeoramada action by 


ft 


— a 


b. 


TPsa mk i. .1. Mu ftii, a. ^ je 

ir approved# , 
further action taSIiu 


types 1152 a (signed by 


3 *> 


H. Periodic Stag Increases 

1. I . I receives O/P P.S.I, fora with listing of tmmm of 
to receive increase. She groups the forms by 
divisions, wads to divisions . 
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msm iaffi to detemine whether aayoa* 


Keeps 0/F list for Mat swaths. 


1. dace a sooth* I I get# 0/F llsttag of fltawie Reports 

She tvcee ton of F.R. Sena end jaa&as a list of reports due by 


$ot*t Xi#t Is ttoneceesery 

S®c«*»Mt KLiainsfce.7 


3. Affc«r n 
F.R. 


ij i „ ~hfltes resting oa ter analysis abeet of 

osa of F.R. to 0/P, files eopy ia aaployee’s 


yum fill out necessary fWras. 


U Training £a$aet*t logged in by clerical* reviewed by 


1. mtto mater la typed by the atriaion* 
clerical. To I 


logged is oy nswi 
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25X1 

25X1 

25Kl 

I 

25kl 

25kl 


25X1 


25X1 


as® type# a %F la front of the slot number; types at 
of notice "Ohicf, Main Staff, OCR" end doe date. Determines 
from division whether there’s an OCR candidate for 
the job and types this on the master. Give taaeber to 
I for comments* 


%* 


y* 


I ] dittoes or give* to dericsl to ditto end distribute to 
SB/1 Offices. logged oat (loose leaf book). | | I*sps copy 

in a folder. 


] receive® applications, files copies in notice ffclder sad 


seals originals to divisions (with employee's folder if m 
OCR employee). 


6. After deadline dnfes | fc aps listing of vacancies sad of 

candidates for the next OCR C.S.B. meeting, (or suSscctrsaittes 
meting)* 

T* After the masting t h e division chief notifies selected can- 
didstes. 


8 . 


of applications of wsuecensful candidates . 


originals are filed In fodder (if OCR employee }» If sot OCF 


employee, file with vacancy notice for one year. 

9* Division tbos scad® in request for Itesaaaal Action 
XX. Vtoaaclce Outside OCR 
1. 


gets notice, adds on due date (earlier than prescribed), 
files copy. 

a. She receives applications. Type* listing of vactasciec and 

applicants for C.S.B. meeting. C.S.B. decides which applications 
will be forwarded. 

3, Sends origins! of application to office with vacancy (logs out) 
and sends copy to l£>/Xj files copy with copy of notice* 

3. Budget sad fiscal 
I. Budget Estimates 

1. Strong sends call, to divisions to submit estimates and explanations. 
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25X1 


25X1 


25^C1 


25X1 

25X1 


25X1 


25^1 

25X1 

25X1 


II. 


It. 


Z 


] brings fiscal records up to date; has 


08 At 09 saMw tt h s a by faslly class ang group; [ 
total astiMtaa fbr travel; | 


awwaarltci 
] develop© 


and .test* :)taff 


Chlof develop 01 estimate totals* Bister totals la prescribed 

£Ows* 

3* Seat to AD for signature; then to SG/S* 


later receive advice of AHotaacat free Comptroller* 
advises divisions of allotraauts. 




sets up Prope r t y Accounting, Mlatmnt Control, 
voueiiered sad isiocellassous Obligation records* 


lagrest gaagU (^100/ao.) 

1# custodian, | |dtcrnate. Stead established by sraao- 
ranftra to Finance m vision requesting m advance. listed os a taxi 
fund* 


Employee doing travel Is supposed to coll I ~1 to obtain 

Agency ear; If none Is available* be then tote® taxi. la practice, 
employees frequently take eater (without prior ssuthoriaetlaas), tp 
to A&s&n Staff and alga a receipt obtain cash. 

scads in a monthly aecewatiag by individual for advance. 


signed by 


3 with signed receipts. 


HI. Hate and Attendance Records 

IraceiT# T&ft cards, sends to divisions. 


1 . 


Divisioa return cards to beef, arranged in payroll order. 


Ss® checks for signatures and then delivers cards to payroll. 

1. 


. picks up the cheeks on her way to work, aee<mpan!eft 
a list pr epared by G/P* Checks are arranged by division, lives 
ebacte to I 


2. 


]pulls out ctsaeks sad places with appropriate division. 


3 . Division darks pickup chocks and sign the 0/P list. 

,i saKaBaaaSBBSR 

1. Division type® requisition master (f . 38). To 
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25X1 

25X1 

25X1 


25X1 


25X1 


25X1 
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XI 


XI 


XI 


2 . [ 


J obligates in P.A. record; chocks cost of Itm la 


catalogue {awy call vendor or ask division to gat price } am 
inserts cm f. SB; cheeks fear sufficient Justification; checks 
record for available funds and atucspe requisition; caters? m 
requisition requisition masher and scads requisition to 3.8.D. 
for number sad vouduer msaber. i l eatere latter two in P.A. 
record. 

3. S.8.0. r e t urns dittoed ootr/ vitfa r equisition msabcr, 3.S.O. 


eaters latter two ia P.A. 


h. 


sad. voucher number, 
record. later receive* copy of purchase order and eaters price 
in ?.A. record and T wpH sitiCB - 

rasoseil&s Tma®6m ®m& % mm&h from 0«©fer alltr reports* 


"j * li*L*t* jtOIMWk delivered directly. 


Mala Staff 

files 


receives m receipt or infomation of dellvssi-y 
copies of requisitions. 

VI. S^torsets 

Contmsts for rested services sad far research sax ha n d l ed in the 
requisition method. Metis. Staff is not involved is personal 
services, contracts except 1o basils travel vouchers. 

YU. Travel 

A . Semitic 

1. ©ravsler submits f orm (ao foa no.) requesting issuaace 
of travel order tol ’ 


[ 


] types T.O. sad Bequest for Advenes; detaches copy 


of T.O and files with original request and sends T.O. 
and Bequest to AS>’s Office for slgnsturo. 


T.O. and Bequest are relairaad to | ~| vho them sends T.o, 
to Central Proce ssing Bra nch and Bequest for Mvsace to 


then calls C.P.3. to arrange for 


Fiscal Division. 

tickets. C.P.B. sends omr Transportation Bequest to 
traveler's signature. 


C.P.B. sends over tickets to 
and destroys original requostr 


gives to traveler 


Traveler prepares his own Travel Voucher, gives to| 
She checks to* accuracy, detaches a copy 

sr* Hiss copy with Trawel^ Order, 

Irery two weeks. 


to 



and otdigetes*^ 
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25X!l 


25X[I 
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25 


25 


XI 


XI 


25 


XI 


25X1 


25 


XI 
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1. frsvalar prepares staff study draft, 
than, to Am. Chief to review. 


raviewe. 


'* Sfewassfc to arrange a®poi«tseoti 


Staff for «s»QiiitEaezxt and fills out I-fedl oal 
Afftio® Bluest sol Beport (0&5), aaede to Medical Staff, 
(bottom half ia returned m& filed la traveler's folder.) 


3- 


toosrelar takes staff study draft to C.C.B., then to| 

idao gets it duplicated and signed by AS. *3^ distributee. 


| directs traveler for shots, luggage, etc. 3ha types 



«od Bluest, gives these tof 
obligation reference ®mb©r and obligates ia 
signs 7.0.) then to AO for signature. 

Coordinated staff study gives to traveler, with T.O., to 
taka to C.?.3. 


^sa traveler returns, f I has hi® write trip report, 
f*® J**® it dittoed, sends copy to each division, AS and 
m/l, 7«/eler prepares Travel Voucher. "Icortifia* 
T.f., than to AS. 


Jdetacfaee copy of 7.T. and sends original to a*nptroller, 

4** «iiin1 nn * -- * 


file* copy is employee’# foMer 
A^afatiatmi ye Services 

Building aciln to iwroo e, speos layout sod ssoves are headlind 

IWt I I r ri 4- U - . . I I 


by[ 


With occasional work by 


Users is 


KaMOly so paper work easeept a a asarmExC, written by the 

l ad led by |~ of her time). 


25X1 


25X1 


25X1 

25X1 


25X1 


1 [ 


anointed a records officer. 

«**»# io«8 ia forms, ^uisitioa 


25X1 

25X1 


log, sends to Aaat. Chief to sign 

^Hviaicm prepares ra^daitioa (f. 70), 

- . . J r&smpm sucker and aaada to Aaat. -Chief to 

sign end send to C/L. 
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